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HUMAN RESOURCES OFFICE
U.S. EMBASSY DHAKA

VACANCY ANNOUNCEMENT

ANNOUNCEMENT NUMBER -12 - 074

OPEN TO: All Bangladeshi Interested Qualified Candidates

POSITION: Computer Management Assistant, FSN-8
(Salary approx. Tk. 56,000 per month).

Depending on qualifications and experience,
Incumbent may be hired at a trainee grade (one
grade lower than the position grade.)

OPENING DATE: October 8, 2012
CLOSING DATE: October 22, 2012
WORK HOURS: Full-time; 40 hours/5 days per week

The United States Agency for International Development (USAID) in
Bangladesh is seeking applications from qualified Bangladeshi nationals for
the position of Computer Management Assistant in the Executive Office
(EXO).

Candidates for employment are generally hired at the first step of the
established grade of the position. In some instances, candidate may be hired
at a higher step when exceptional qualifications so warrant. If there are no
qualified candidates at the stated grade level, a candidate may be hired at a
lower grade level.
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BASIC FUNCTION:

He/she is a full-time member of the Information Technology (IT) Section of the
Executive Office (EXO) of USAID/Bangladesh. This person is primarily
responsible for managing the IT Section Help Desk. This person will provide
the first level of IT Support to all Mission employees. The incumbent will
provide clerical and administrative support to one Systems Manager, one
Computer Management Specialist and Computer Management Assistant.
He/She is responsible for managing physical records of IT related documents
and preparing vital records report. The incumbent will support portions of the
Mission's IT operations by providing end user training on all IT related
equipment and productivity improvement software. The work involves
maintaining a database of technical assistance requests and coordinating
responses with the IT staff. Other duties include property management such
as maintaining an inventory of all computer components (hardware/software),
procurement related tasks such as request creation and management of
consumables and peripheral equipment. Configures PCs to USAID
specifications and distributes to users. Repairs defective hardware; fixes
software errors and recovers electronic files when appropriate. Updates user
systems with USAID mandated patches to maintain network security
compliance as needed. Maintains and reviews files on user access rights per
USAID policy.

MAJOR DUTIES AND RESPONSIBILITIES:

He/she will assist the Systems Manager (SM), the Computer Management
Specialist and FSN-9 Computer Management Assistant (CMA). His/her
contribution to the IT Section will include, but not necessarily be limited to the
following responsibilities:

OPERATIONAL SUPPORT:

Develops and maintains a systematic, preventive-oriented approach to routine
network maintenance tasks. Helps determine sufficiency of hardware and its
appropriate placement for maximum performance. Identifies and cleans file
servers of unnecessary shared files. Develops and maintains a computerized
inventory of hardware, including serial numbers and workstation
configurations. Maintains a computerized inventory of expendable and non-
expendable supplies and spare parts inventory and tracking; usage records;
activities; etc. Generates procurement requests for expendable and non-
expendable supplies when necessary for replenishment. Responsible for
physical storage of inventory items and disposal of said items when
appropriate. Works with requirements from the State/ICASS/GSO property
cost center and IRM/Washington in maintaining and disposing of equipment.
Maintains a computerized inventory of all helpdesk requests and the



resolution. Develops and maintains logs for check-out/check-in of laptops, cell
phones, Blackberrys/PDAs, visitors, CD/DVD usage, Toner usage and backup
tapes. Develops and maintains backup routines for all servers. Ensures that
backups have run properly and that backups are labeled and stored
appropriately, to minimize damage from acts of nature, fire, malice, accidental
damage by users, theft, and other threats to the system. Implements agency
computer security procedures and requirements and monitors for compliance.
Documents procedures specific to the network to ensure smooth operations in
his/her absence, e.g., how to update database, broadcast user messages,
install applications, backups and restorations, questions and answers (Q&A’s),
etc. Serves as a point of contact for maintenance contractors to install and/or
expand network system or correct deficiencies. Issues “After Hours Access”
requests and maintains a file of approved requests. Establishes, maintains
and updates files for IT which follows USAID procedures and practices. These
files consist of inventory, receiving reports and purchase orders. Updates user
systems with the USAID mandated operating system and application patches
to maintain network security compliance as needed. Performs updates to the
Dhaka Intranet page. Updates to the Intranet include changing main page
pictures, the scrolling marquee, links to forms and links to other resources.

USER SUPPORT:

Provides telephone support for the IT Section. Serves as primary point of
contact for all user calls and emails regarding problems associated with the
network, PCs, printers, scanners or applications. Over the phone or in person,
provides instructions to users to resolve software and some hardware
problems. Escalates more difficult software and hardware problems to senior
IT personnel. Installs new PCs for users using USAID/W approved security
templates. Installation also includes software configuration and providing
training to users on the operation of the PC, security requirements associated
with using USAID equipment and specifics of the USAID network.
Communicates with State IT to add and remove users from State mail lists.
Performs minor hardware repairs such as replacing hard drives, network
cards and CD drives. Troubleshoots technical problems with PCs, printers,
scanners and other network equipment.

MANAGEMENT SUPPORT:

Assists the Computer Management Specialists and Systems Manager in
preparing reports on user support and services provided by IT. Recommends
amendments to existing practices within IT. Assists in recommending training
for users and team members on different supported applications. Provides
status reports on expendable and non-expendable supply inventory levels,
expendable supply usage and user calls. Coordinates training and event
setups such as America Week, CTO refresher training and Admin



Professionals training. Provides formal training to small groups of users on
application functions. The above responsibilities require independent thinking
and exercise of judgment in scheduling, planning, availability of appropriate
supplies and services, and facilitating schedules and communication among
team members.

The incumbent is responsible for operating USAID information systems and
information security to a level of “Separation of Duties”, “Individual
Accountability” and “Need to Know” as defined in ADS 545.3.2.1 and also
below:

Separation of Duties - That an individual does not have the authority to
complete an entire process (multiple independent actions), such that each
action acts as a "check" on other actions within the process. This
"compartmentalizes" the independent actions, and decreases an individual's
ability to perform multiple actions or to complete the entire process, which
may result in a security breach.

Individual Accountability - That an individual is solely responsible for his or
her actions. He or she may be required to explain and defend those actions to
organizational authorities that can impose penalties against misuse or abuse
of authorized actions.

Need to Know - That an individual, in the performance of his or her duties,
has the requirement to access specific information, which would otherwise not
be accessible to him or her. He or she must protect the information, using
safeguards appropriate to its sensitivity level, to ensure that other individuals
who do not have an access requirement or authorization do not access it.

QUALIFICATIONS REQUIRED:
SELECTION CRITERIA:

1. Education: A BS in Computer Science, Information Technology,
Management Information Systems or related fields from any reputed
university is required. (You must attach a copy of your certificate along with
your application form.)

15 points

2. Prior Work Experience: Three to five years of progressively responsible
administrative and analytical IT related work involving various computer
systems is required. A minimum of three years experience dealing with
computer hardware, software and LAN related issues are required. A
minimum of three years experience working in a helpdesk, customer



service or support position, preferably as IT helpdesk support personal is
desirable.
35 points

3. Knowledge: Must have good working knowledge of network operations,
computer hardware, software and the management of such. Must have a
good working knowledge of productivity improvement applications such
as MS Word, MS Excel, MS PowerPoint and MS Outlook. Must have good
knowledge on inventory management practices, computer security
practices and office management practices. Must have good working
knowledge of international NGOs, foreign government and donor agencies
procedures and of the imitations and capabilities of the systems.

25 points

4. Skills and Abilities: Demonstrated skills/abilities in using MS Office.
Must have social skills to work with others, handle and facilitate cross-
cultural and inter-agency relationships. Ability to work under deadlines
and time commitments. Must have skills to perform detailed computer
and administrative work in a timely and accurate manner. Demonstrated
skills in using a variety of different computer software applications and
hardware platforms. The ability to locate files when requests for
information are nonspecific. The ability to think of creative solutions and
alternatives to user problems. The ability to work within a system, yet
also work to improve the system. The ability to diagnose, troubleshoot
and resolve various hardware and software problems. Must be able to
install various software applications as well as hardware. Must be
familiar with the Internet and browsers. Must be able to update web
pages. Must be able to prepare reports and technical documentation.

25 points

ADDITIONAL SELECTION CRITERIA:

Language Proficiency: Level IV (Fluent) English and Bangla skills are
required for writing and speaking. Incumbent should be able to prepare
correspondence and standardized reports, and to communicate effectively with
English speaking staff.

The Mission will consider issues such as conflict of interest, nepotism, budget
implications, etc., in determining successful candidacy.
Current employees serving a probationary period are not eligible to apply.
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NOTE: Only newly hired employees (and former employees returning from
a break in service) serve a probationary period. Current employees
recently promoted to a new position must have approval from a
supervisor to apply.

Current Ordinarily Resident employees with an Overall Summary Rating of
Needs Improvement or Unsatisfactory on their most recent Employee
Performance Report are not eligible to apply.

The candidate must be able to obtain and hold a security clearance.

SELECTION PROCESS:

It is essential that the candidates address the required qualifications above in
the application. Applicants who do not provide evidence that they meet
the above qualification requirements may not be considered. After an
initial application screening, the best-qualified applicants will be invited to a
testing process, which will include English Language Proficiency Test, written
technical examinations and oral interviews. The probationary period for this

position is one year.

TO APPLY:

Interested Bangladeshi qualified in-house candidates are requested to
submit the completed and signed Official Form OF-612 along with a
cover letter. A copy of the blank form is also attached hereto for your
convenience.

Application Form OF-612

All Bangladeshi applicants must complete and sign the application form
(OF-612) and attach the following documents. If you do not attach the
below mentioned documents, your application will not be considered
complete and will not be processed further.

I) A passport size photograph (taken within six months),
II) A copy of educational or trade school certificate.

Inaccuracies, omissions or false statements may be cause for
disqualification or termination of employment. Information given on the
application may be verified at any time.



http://transition.usaid.gov/bd/files/of612.pdf
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One of the following options may be used to drop applications:

e General Post Office (GPO) Box No. 2593, Ramna, Dhaka
e By Hand with No Sealed Envelope at the South Barrier of the U.S.
Embassy

SUBMIT APPLICATION TO:

Human Resources Office

Attention: HRO

Address: Embassy of the United States of America
Madani Avenue, Baridhara
Dhaka - 1212

DEFINITION:

Foreign Service National (FSN): A host country national employed at a U.S.
Mission abroad, who is not a U.S. citizen, nor a family member of a direct-hire
Foreign, Civil, or uniformed service member under COM authority.

NOTE: Members of the same family (father, mother, spouse, child, brother,
sister, uncle, aunt, first cousin, niece, nephew, grandparent or grandchild, in-
laws or step-relatives) will not be employed at the same time in the same agency
unless it is in the best interests of the Mission and approved by the Director of
the agency involved. In no case will family members be employed in the same
working unit of an agency. They may be employed in different agencies.

The US Mission in Dhaka provides equal opportunity and fair and
equitable treatment in employment to all people without regard to race,
color, religion, national origin, marital status, political affiliation, age,
sex, sexual orientation, physical disability, or membership in an
employee organization. The United States Agency for International
Development also strives to achieve equal employment opportunity in all
personnel operations through continuing diversity enhancement
programs.



